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Login Screen

Login - To gain access to the Online Learning Center

%

Online Leaming Center

¥ Online Learning Center

Welcome to the Energy Online Learning Centerl If you are new to the site
you can take a Tour to leam mare about the site.

The Department of Energy Online
Learning Center {OLC) is a web-based
training system that is equipped to
provide an emvironment of learning and
sharing of information and knowledge.
All DOE Federal employees will have
24-hour access to this universe of

Please chck here to read the Energy OLC Privacy and Security
Notice.

(Figure 1.1)

a. To Login, go to: www.energyolc.com in any Web-browser.

Login ID

Password

Subrmit |

b.  Input your Login ID and Password in the appropriate text boxes (See figure 1.1).

Note: Your Login ID is your official name separated by a dot (i.e.
firstname.lastname). Your Password is initially the last 4 digits of your social security

number.
C. Click on the Submit button.

You are granted access to the Online Learning Center.

Note: If you are returned to the Login screen and the Login ID and Password boxes
are blank, the Online Learning Center did not recognize one of these pieces of
information (most likely caused by a typo). Simply re-enter your Login ID and

Password, then click on the Submit button.

**DRAFT COPY**



**DRAFT COPY**

2.

Take Tour - To review overview information about the Online Learning Center and its
various functions and features.

a Window - Microsoft Internet Explorer

J<:=-,ﬂ>-@ ﬁ‘@@@”

Back Py ard Stop Refresh Home Search  Favortes  History

Close this window to return.

Welcome to the Energy Online
n Learning Center Tour!

5 Online Learning Center

The Energy Online Learmng Center 15 designed arcund the metaphor of a Campus
Wlap, which links to buildings that house online traming finctions. The tour provides you
with a brief overnew of the Center which takees you from building to buldmg and
presents an outline of that building and the functions contained within it.

Start Tour

& l_l_" Internet v

(Figure 1.2)

a.  Click on Tour, found on the left toolbar, or on the Tour link in the central display
area (See figure 1.1).

b. A new window is opened to display the tour. In the new window, click on the Start
Tour link (See figure 1.2).

c.  Use the scrollbar on the right of the new window to read down through the
information presented. When finished, click on the Next link.

d.  Continue this process through all of the screens. (You may also click on the Previous
link, at the bottom of the body of text, to return to the previous page of information.)

e.  On the final screen, click on the Close Window button, or click on the X in the upper
right corner of the window.
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Find Forgotten Password - To recover forgotten password.

[ |
Welcome to the Energy Online Learning Center

PASSWORD ASSISTANCE

¥ Online Learning Center

If wou have forgotten vour Fassword and require assistance, please complete the followmg form. Your Password will be sent
to you wa e-mail

Login ID |

Alternate Password |

Use of this site signifies vour agreement to the access agreement.

© 2000 Mendian 5T

(Figure 1.3)

a.  Click on Password Help found on the left toolbar (See figure 1.1).

b.  Input your Login ID and Alternate Password in the textboxes provided (See figure
1.3).

c.  Click on the Submit button.
Your original Password will be sent in a message to your work e-mail address.

Note: If you have forgotten your User ID, Password and Alternate Password, you will
need to contact the Online Learning Center user help line at (202) 426-1359 (7:00am
to 5:00pm M-F, EST).
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Main Screen

Top Toolbar

Info - The Info link provides general information about the site.

.

iifii Map Index IDP Glossary Feedback Notepad Research Help [elect a function =l

¥ Online Learning Center

Sponsotred by: The Office of Training and Human Resource Development

The Office of Traming and Human Resource Development 1z focused on mamtaming and mmproving the
capabiities of a lughly skilled and motivated Departmental worldorce by mstituting policies and programs of
learning. The Office initiates, sponsors, and encourages learning programs based on the Department's core
values that directly support a rmssion-orented, diverse, and adaptable workforce that meets or excesds
custommer expectations in achieving current Department of Energy goals and mnitiatives.

Conststent with this mission, the Office prowdes leadership to implement and execute a corporate approach

to traing within the DOE community and to facilitate programs to wnprove the managerial and technical
competence of the DOE workdorce. The mussion 15 accomplished through the management of the five core
business lines: =

(Figure 2.1)

a.  Click on Info, found on the top toolbar (See figure 2.1).
b.  To go to the Department of Energy Homepage

1. Click on Department of Energy link at the bottom of screen. (Scroll down as
required.)

c.  Tosend a comment or suggestion to the Energy Online Learning Center Project
Office.

i.  Click on comments or suggestions link at the bottom of screen. (Scroll down
as required.)
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5. Map - The Map link will bring you back to the community map from anywhere in the site.

Conference
2 Cent

Administration | Career Center | Community Center | Conference Center | Learnin Center | Lecture Hall | Libraty

(Figure 2.2)

a.  Click on Map, found on the top toolbar (See figure 2.2).

b.  To go to any building on the campus, simply click on the building of your choice, or
click on the appropriate link stating the building name found directly under the map.
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6.

Index - The Index link is a text-based map of the entire site.

1N

Info Map fiidé¥ IDP Glossary Feedback Notepad Research Help |Se|el:tafunl:tinn j
Online Leaming Center

SITE INDEX
Administration

o Instructor Lounge
o Class Schedule & Administration

o Content Forms

o Courge Evaluation

o Instructor Directory
o Site Maps
o Student Records

o Admmistrator Becords
Change Orgamzation
Change Password
Evaluation Statistics
Organizational Records

Student Transoript
Update Learning Events
TTndate Profile j

(Figure 2.3)

D00 0 0 O a0

a.  Click on Index, found on the top toolbar (See figure 2.3).

To navigate to any of the areas within the campus, click on the appropriate link.
(You may access any of the campus buildings or any of the areas/features within the
individual buildings by using these hyperlinks.)
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7. IDP - The IDP is an Individual Development Plan which provides an employee a roadmap
for skill acquisition.

LY

Info Map Index F Glossary Feedback Motepad Research Help ISeledafundiDn j
Online Leaming Center

|»

INDIVIDUAL DEVELOPMENT PLAN

The Indrndual Development Plan (IDF) prowides an employee roadmap for skall acquisiion. It also serves
as documentation of skills once acquired and maps the emplovee to available training. TDPs are

orgarization specific. You are currently registered as a user without an IDP. The following i3 an example
IDP.

Name: Diane IMeGee -
Orgamzation: Eiver Bank - HE

Title: Benefits Manager

Creation Date: 2/9/159%

SkilliCompetency || Status Curriculum Type Date Evaluation
Completed
1.0 Interpersonal v/ |Fundamentals of Self-Study (2/9/1959 92.6%
Communications Ifanagement
Technigues
[P E—— 7z = - A P Y ey =
(Figure 2.4)

a.  Click on IDP, found on the top toolbar (See figure 2.4).

b.  To review the details of a Skill/Competency group, click on the appropriate link in
the Skill/Competency column.

c.  After your review is complete, click on the Return button at the bottom of the screen.
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8.  Glossary - The Glossary link allows you to search for terms you may encounter in online
courses, and provides brief definitions of them.

a Gloszary - Microzoft Internet Explorer

Close this window to return.

£ CDh G .
ABCDEFGHIJKLM ST

A j A-Scale Sound Level
A-Feale Sound Level
Abandoned Well A measurement of sound approximating
the sensitivity of the human ear, used to
note the mtensity or annoyance lewvel of
sounds.

Abatements
Ahsothed Diose

Absothing
Ahsorption

Acceptance
Acceptance of Offer

Acceptance of Work

&cceptance Period
Anceptance Procedures

Acceptance Time
Aocessory Mtem LI

&] Done I_l_lﬂ Internet g

(Figure 2.5)

a.  Click on Glessary, found on the top toolbar (See figure 2.2). A new window is
opened (See figure 2.5).

b.  To find a word follow one of the following two options:
i.  Browse for the word(s):

(1) Click on the first letter of the word from the alphabet at the top of the
window.

(2) In the lower-left frame of the window, scroll through the list to find your
word.

(3) When found, click on the word itself.
(4) The definition appears in the lower-right frame.
ii.  Perform a search:
(1) Click on the Search link in the top frame of the new window.

(2) In the box provided, type your word, and select the appropriate radio
button next to “containing” or “beginning with”.
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(3) Click on the Search button when ready.

(4) A list of all the terms containing the word you searched on is presented in
the left frame. You may select the link of one of the terms displayed, or
input another word in the Search box.

Note: If a “See also” tag is at the bottom of a definition, you may click on the link of
any associated words to go to its definition.

c.  To close the window, click on the X in the upper right hand corner of it.
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9. Feedback - The Feedback link is an email link to the DOE site administrator.

/3 Email - Microsoft Internet Explorer

Close this window to return.

To energyole@hg.doe.gov
Subiject |

Message =

&) ’_ l_ @ Intemnet 4

(Figure 2.6)

a.  Click on Feedback, found on the top toolbar (See figure 2.2). A new window is
opened (See figure 2.6).

b.  Click in the Subject text field and input a subject line as with any e-mail.
c.  Click in the provided Message box and type your comment.

When finished, click on the Send button. Your comment is sent to a Online Learning
Center representative.

e.  To close the window, click on the X in the upper right hand corner of it.
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10. Notepad - The Notepad link allows you to take notes while you are on the DOE site.
These notes are saved in the site database and can be referenced at a later time.

4} MotePad - Microsoft Internet Explorer
Close this window to return.
NOTEPAD
B -rdit X =Detste Add Note
Notes for: Faul Somerville Subject |Management Frinciples
Add new note Wote [successful teams make =]
successful organizations |
m =i x Customer Satisfaction
dHED; =1 X Online Training
Add
|&] Dore |_|_|ﬁ Internet 4
(Figure 2.7)

a.  Click on Notepad, found on the top toolbar (See figure 2.2). A new window is
opened (See figure 2.7).

b.  To Review a previously written note:

i.  Find and click on the Info button next to the correct subject line (listed in
alphabetical order).

ii.  The notes information is presented in the right frame.

c. To Add a new note:
1. Click on the Add new note link in the left frame.
ii.  Input the note information in the text fields provided in the right frame.
iii.  When complete, click on the Add button.

d. To Edit a previously written note:
i.  Find the correct subject line in the left frame (listed in alphabetical order).
ii.  Click on the Edit icon next to the subject line of the note in the left frame.

iii.  Make changes to the note in the right frame.
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iv.  When finished, click on the Update button.
To Delete a previously created note:

i.  Find and click on the Info button next to the correct subject line (listed in
alphabetical order).

ii.  Verify that this is the correct note to delete.

iii.  Ifit is correct, click on the Delete icon in the left frame adjacent to the
appropriate subject line.

iv.  When prompted to verify the deletion, click on the OK button.

To close the window, click on the X in the upper right hand corner of it.
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11. Research - The Research link allows you to search the site for content and use courseware
as a performance support tool.

I =~

A
Info Map Index IDP Glossary Feedback Notepad Research Help [ Selacta function =l
Online Leaming Center
RESEARCH Topic |Al [ |
ASSISTANT

Eeywords |
Searchby @ Courseware  References _Display |
Select one of the following Energy Online Learming Center. Search for courseware or references by

selecting the desired option. MNarrow vour search by specifying appropriate keywords. Then click
Display.

53 record(s) found. j
| Learning Ohjective Tiile |Accessed
|Advanced BMPs v

|Ai.r Pollution Bources | v

|E azeline Best Wanazement Practices | v

|Cle an Ar Besulations | v

|l’f1ean W ater & ot Peemit Femirements | v LI

(Figure 2.8)

Click on Research, found on the top toolbar (See figure 2.8).

Select the appropriate topic from the Topic dropdown menu.

In the Keyword box, input the word to search on.

Select the correct radio button next to “Courseware” or “References”.
When complete, click on the Display button.

The results are presented in the lower left frame of the window.

To view any of resultant links, click on the desired title. A new window will open
allowing you to interact with the resource.
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12. Help - The Help link allows you to search the site by community building, site function, or

keyword.
J Window - Microsoft Internet Explorer
5 ko d
0002 21 Q@ [ 8
Back. Farwand Stop Fefrezh Home Search  Favortes  History
Close this window to return.
HELP by Building by Function by Keywords
Directio . . =
mee COMMUNITY CENTER
Buildings
The Community Center
o Administration
o Career Center Discussion Forum
o Community Center Thiz iz a discussion-based forum, that has been organized
o Conference Center by a group of individuals, where users post, read, and reply
e Learning Center to messages.
o Lecture Hall
o Libeary Hot Topics
Hot Topics 15 a running discussion about a single posted |
topic. Mew 1ssues are periodically posted, and links to
information about the current topic are included at the
bottom of the page.
Newsletter
The MNewsletter 12 a recent publication on industry events.
Tl merhirran mae he moseched b lrarmerascdn s e Jud|
|@ Done |_|_|ﬂ Internet i
(Figure 2.9)

a.  Click on Help, found on the top toolbar (See figure 2.2). A new window is opened
(See figure 2.9).

b.  For a Building or Function search:

i.  Click on the appropriate link in the top frame for which you would like
definition information on (by Building or by Function).

ii. A list of available buildings and functions are presented in the lower left frame.
iii.  Select the link of the desired subject.
iv.  The information on this subject is presented in the lower right frame.

c.  For a Keyword search:
i.  Click on the by Keyword link in the top frame.
ii.  Type the word in the Search box provided and then click on the Display button.
iii. The results are displayed in the right frame.

d.  To close the window, click on the X in the upper right hand corner of it.
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13. Function Drilldown Menu - The Function drilldown menu (on the far right of the top
toolbar) allows quick access to any of the functions within the site. Using the drilldown

menu allows you to go directly to a particular function area by selecting it from the menu,
bypassing the buildings.

A

W

1/ Info Map Index IDP Glossary Feedback Notepad Research Help |Se|edafundion j
R Online Leaming Center

Select afunction -
: er Site Content
RESEARCH Topic IA” Agsocigtions & Organizations
ASSISTANT R eywords I—Audio & Wideo Presentations

Career Books b
Career Cormer - Individual

Career Development Sites

Zelect one of the following Energy Online Learning Center. Search for cour|Callahorative Areas

selecting the desired option. MNarrow vour search by specifiing appropnate | Course Information & Enroliment

Search by @ Coursewa

Display. Digcussion Forum
Exchibit Hall A
53 record(s) found. j
| Learning Ohjective Title |An:cessed
|\Advanced EMPs v/
|Ai.r Pollution Sources | v
|Base].ine Best Management Practices | v
|Clea.n Adr Regulations | v
|Clp.an TVAater & et Peemit B emlraments | v ;I

(Figure 2.10)

a.  Click in the dropdown menu box, then utilizing the scrollbar to the right of the

resultant list, simply click on you desired area or feature of the Online Learning
Center (See figure 2.10).
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14. Administer Site Content - This option is only available to users with special access. It
makes forms available for the user to add, edit, deactivate, and reactivate certain site

content.
A\
| W Info Map Index IDP Glossary Feedback Notepad Research Help  [~Administer Site Comtent =
wee  Online Leaming Center

Association & Quick Sites - Content Input
Orpanizations Directions for input form
Audio & Video

Career Sites

Demonstrations Name: ) |
Niewsletter (Mame of confenf ifem)
Periodicals Description:

Quick Sttes (Descnpl:ion/&mmary
References af confent ifem)

Eepulations & Policies |
Eesources

Technical Papers

iew Active Cantent | Keywords:

{Used for searches, not
| shown fo users)

“iew Inactive Content

4] K | _»ILI

(Figure 2.11)

a.  Find and select Administer Site Content from the Function Drilldown Menu (See
figure 2.10). The content available for change is listed in the left frame of the central
display area (See figure 2.11).

1. To Add content

(1) Select one of the available forms by simply clicking on the link for the
appropriate item.

(2) Fill in the requested information in each of the textboxes provided. (As
required, use the scrollbar at the right of the window to view all of the
available boxes.)

(3) When finished, click on the Submit Content button at the bottom. (If you
wish to start over, click the Clear Form button.)

(4) The content you just input is presented for your review. If it is correct,
click on Add Content to KC, otherwise, click the Edit Content button.

1.  To Edit content

(1) Click on the View Active Content button, found directly under the
content links listed in the left frame of the central display area.

(2) Find the content area the information you wish to edit resides in, and select
the hyperlink number to the right of the title.

(3) In the right frame of the central display area find the link for the
appropriate information and click on it.
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Make desired changes to the content in the appropriate text fields.
Click on the Submit Content button.

The content you just input is presented for your review. If it is correct,
click on Add Content to KC, otherwise, click on Edit Content.

To Deactivate content

(1)
(2)
3)
(4)

Click on the View Active Content button, found directly under the
content links listed in the left frame of the central display area.

Find the content area in which the information you wish to edit resides,
and select the hyperlink number to the right of the word.

In the right frame of the central display area find the checkbox next to the
appropriate information link and click in it to place a checkmark there.

Click on the Hide Content button. The link you selected disappears and
is now in the inactive content list.

To Reactivate content

(1)
2)
)
(4)

Click on the View Inactive Content button, found below the content links
listed in the left frame of the central display area.

Find the content area in which the information you wish to edit resides,
and select the hyperlink number to the right of the word.

In the right frame of the central display area find the checkbox next to the
appropriate information link and click in it to place a checkmark there.

Click on the Activate Content button. The link you selected disappears
and is now in the active content list.

Note: During the activation or deactivation of content, you may check
multiple check boxes prior to selecting the Hide or Activate Content
buttons.
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Left Toolbar

15.

Administration - The Administration Building is the location for training related
functions that are administrative in nature. It provides access to student records, transcripts,
instructor rosters, training facility maps, directions, etc (See figure 3.1).

N A
W Ifo Map Index IDP Glossary Feedback Notepad Research Help  [“Administer Site Content =]
- Online Leaming Center

|»

Instructor Lounge | Site Mape | Student Records | T eer Directoty | Webeite Evaluation

(Figure 3.1)
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16. Instructor Lounge - The Instructor Lounge requires special access and is where
instructors manage their self-paced course content and online course schedules and rosters.

A
A
1/ Info Map Index IDP Glossary Feedback Notepad Research Help I*AdministerSite Content j
R Online Leaming Center

_ ADMINISTRATION

Instructor Lounge

Welcome to the Instructor Lounge! Choose one of the options listed below.

Class Schedule & Administration

E Content Forms
% Crourse Evaluation
m Instructor Directory

Instructor Lounge | Zite Maps | Student Records | User Divectory | Webeite Evaluation

(Figure 3.2)

a.  Click on the Instructor Lounge location in the room, or on the appropriate link
under the picture (See figure 3.1).
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17. Class Schedule & Administration - Class Schedule and Administration is the class
roster for class sessions, which includes functions to give user credit or send e-mail to an
individual or the entire class.

L

¢ Info Map Index IDP Glossary Feedback Motepad Research Help |*Administer8ite Caontent j
Online Leaming Center

_ ADMINISTRATION

Class Schedule & Administration

For: Paul Bomerville  As oft September 19, 2000

| Course | Section | |_|

[ dvanced Management Program| [ 07/10/1990-08/1 5/1999 10:00-17 00 I F [N otes/A ssignments [IMail [Roster
[Basic Supervision [06/17/1995-06/23/1999 10:00-1700 T-TH [N otes/A ssignments [Iail [Roster
Diversity Training [D8/04/1995-08/28/1999 10:00-17 00 M-W-F [Hotes/A ssignments [Iail [Roster
[Management Communications || 09/03/1999-09/08/1999 10:00-17 00 I F [N otes/A ssignments [IMail [Roster
[Management Fundamentals || 10/12/1999-10/17/1999 10:00-17:00 I-W-F [N otes/A ssignments [Iail [Roster
[Management Produstion [10/121999-10/17/1999 10:00-17 00 1M--F [H otes/A ssignments [Iail [Roster
[Principles of Management [ D64231995-07/30/1999 10:00-17 00 M-W-F [N otes/a ssignments [Iail [Roster

Instructor Lounge | Site Mape | Student Records | Tser Directory | Website Evaluation

(Figure 3.3)

a.  Inthe Administration building, click on the Instructor Lounge location in the room,
or on the appropriate link under the picture (See figure 3.1).

b.  Click on the Class Schedule & Administration link (See figure 3.2).
i.  To manage the Notes/Assignments:

(1) Click on the Notes/Assignments link in the table in the same row for the
desired class (See figure 3.3).

(2) Modify the Notes and/or Assignments as desired, then click on the Submit
button.

Note: To delete changes prior to submission, click on the Reset button.
il.  To E-mail a message to all students on course roster:

(1) Click on the Mail link in the table in the same row for the desired class
(See figure 3.3).

(2) Enter your subject and Message in the appropriate text fields, then click on
the Send button.

iii. To manage the Class Roster:

(1) Click on the Roster link in the table in the same row for the desired class
(See figure 3.3).

(2) Modify roster information as desired.
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18. Content Forms - Content Forms are web based forms for creating and managing online
courses, including tests and references.

LN

Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Content j
Online Leaming Center

_ ADMINISTRATION

Content Forms

Below are links to automated content entry and modification tools,
s Course Builder

Other content entry forms are available from the pull down menu on the top toolbar, under A dminister Site
Content. Users must have special authotity to see and access these forms.

Instractor Lounge | Site Maps | Student Records | User Divectory | Website Evaluation

(Figure 3.4)

a.  Inthe Administration building, click on the Instructor Lounge location in the room,
or on the appropriate link under the picture (See figure 3.1).

b.  Click on the Content Forms link (See figure 3.2).
Click on the Course Builder link (See figure 3.4).
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19. To Build a New Course

L

Info Map Index IDP Glossary Feedback Notepad Research Help |Se|ect a function j
Online Leaming Centear

Course Builder
Course List

Click here to build a new course. Emisting courses are listed below, grouped by topic. To edit course
information (such as description, title, etc.) click Edit Course Info. To edit the course struciure (add,
edit, or delete lessons or learning objects), click Edit Content.

Career Development
Environmental Programs
General ESOH

Edit Content Edit Course Info  Best Management Practices for Storm Water hManagement (ec003g)
Edit Content Edit Course Info  Harard Commurication for Supetwisers (ec002g)
Edit Content Edit Course Info  Introduction to Environmental, Safety, and Ccoupational Health (ESCH)

(ecO01g)
Edit Content Edit Course Info NPDES Storm Water Compliance Course (ec004g)
Information Technology
¥, " Jid|

Instructor Lounge | Site Maps | Student Records | User Directory | Website Evatuation

(Figure 3.5)

a.  Inthe Administration building, click on the Instructor Lounge location in the room,
or on the appropriate link under the picture (See figure 3.1).

b.  Click on the Content Forms link (See figure 3.2).
Click on the Course Builder link (See figure 3.4).

Click on the here link found in the first line of instructions of the Course Builder
screen (See figure 3.5).

Complete the form that is presented.
Click on the Submit button.

g.  To clear all changes from the form fields, click on the Reset button.
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20. To Create a Lesson

|
2
i7 W Info Map Index IDP Glossary Feedback Notepad Research Help
R8> Online Leaming Center

Course Builder
Create Lesson

|*Administer8ite Caontent j

Lesson Name: I
(Mame of Lessaon)

Keyworis:

(Words and phrases fhat describe I
lessomn)

Submit | Reset |

Eeturn to Edit Course Content

(Figure 3.6)

Instructor Lounge | Site Maps | Student Records | Ueer Divectory | Website Evaluation

a.  Inthe Administration building, click on the Instructor Lounge location in the room,
or on the appropriate link under the picture (See figure 3.1).

b.  Click on the Content Forms link (See figure 3.2).
Click on the Course Builder link (See figure 3.4).

Click on the Edit Content link adjacent to the appropriate lesson title (See figure

3.5).

Click on the Create Lesson link on the new screen.

Input the desired Lesson Name and Keywords in the appropriate text boxes (See

figure 3.6).
g.  Click on the Submit button.

h.  To clear changes from the fields, click on the Reset button.
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21. To Add an Existing Lesson

ga

L
Info Map Index IDP Glossary Feedback Notepad Research Help [*Administer Site Content =l

&% Onhne Leaming Center

Course Builder
Add an Eaisting Lesson

Keyworids: |an ﬂl
SelectLesson |

« JNED; Air Programs (es003g)

¢ INEG; Solid and Harardous Waste {es005g)

¢« UNED; The Harard Communication Standard (es008g)

¢ dNES Storm Water Pollution Prevention Plans (SWEPT) (es015g)

¢ INED; Best Ifanagement Practices for Storm Water IManagement (es016g)

SelectLesson |

Eeturn to Edit Course Content

Instructor Lounge | Site Waps | Student Records | User Divectory | Website Evaluation

(Figure 3.7)

In the Administration building, click on the Instructor Lounge location in the room,
or on the appropriate link under the picture (See figure 3.1).

Click on the Content Forms link (See figure 3.2).
Click on the Course Builder link (See figure 3.4).

Click on the Edit Content link adjacent to the appropriate lesson title (See figure
3.5).

Click on the Add Existing Lesson link on the new screen.

Type the words you would like to search for in the Keywords text box (See figure
3.7).

Click on the Search button.

The results are displayed under the keyword search field.

Select the desired lesson by clicking on the radio button adjacent to the title.
Click on the Select Lesson button.

Note: For more information on any lesson, click on the Info button adjacent to the
desired title.
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22.

Course Evaluation - Course Evaluations are the results of surveys filled out by users at
the end of every self-paced course.

Info Map Index IDP Glossary Feedback Notepad Research Help I*Administer Site Content j
5 Online LaamingCenhar

LRI ADMINISTRATION

Course Evaluation

Course Evaluations contain results of surveys filled out by users at the end of every self-paced course.
From the list of Course Evaluation, click Info for additional information or the title to open the file m a new
window.

Instructor Lounge | Site MMaps | Student Records | User Directory | Wehsite Evaluation

(Figure 3.8)

a.  Inthe Administration building, click on the Instructor Lounge location in the room,
or on the appropriate link under the picture (See figure 3.1).

b.  Click on the Course Evaluation link (See figure 3.2).

i.  Find the desired course for which you would like to review the evaluation for
(See figure 3.8).

ii.  Click on the Info link adjacent to the title for information.
iii.  The results are displayed in the right frame.

iv.  For additional information, click on the title link.

v. A new window is opened to display this information.

vi.  Click on the X in the upper right corner to close this window.
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23. Instructor Directory - The Instructor Directory provides biographical and contact
information about fellow instructors.

LN

Info Map Index IDP Glossary Feedback Motepad Research Help |*Administer8ite Content j
Online Leaming Center

Instructor Directory

Faculty Directory

0 record(s) found.

Instructor Lounge | Site Maps | Student Records | User Directory | Website Evaluation

(Figure 3.9)

a.  Inthe Administration building, click on the Instructor Lounge location in the room,
or on the appropriate link under the picture (See figure 3.1).

b.  Click on the Instructor Directory link (See figure 3.2).

i.  Type in the instructor’s name for which you would like information in the upper
right corner text box (See figure 3.9).

ii.  Click on the Display button.
iii.  The results are displayed in the lower left frame.

iv.  To view a specific instructor’s information, click on the Info button adjacent to
their name.
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24. Site Maps - Site Maps provides information on training centers, including addresses,
directions, maps, equipment, and contact information.

A
| &/ Info Msp Index IDP Glossary Feedback Netepad Research Help  [*Administer Site Content =
Online Leaming Canter

ELETTTE  ADMINISTRATION [C-Chicago =] _Display |

Site Maps

Zelect a city from the pull down list and click Dasplay to see a st of tramning sites m that area. From the
resulting hst, click on the links under the site name for more mformation. To print the directions or a map,
select the frame by clicking on the information, then use your browser's print finction.

Chicage

Argonne National Lah 2 iomTy d E
Address/Directions . s
Foad hap
Building Ilap

Contact Information

A

Instructor Lounge | Site Maps | Student Records | User Divectory | Wehsite Evaluation

(Figure 3.10)

a.  In the Administration building, click on the Site Maps location in the room, or on the
appropriate link under the picture (See figure 3.1).

b.  From the dropdown menu in the upper right corner of the screen, select a location for
which you would like information (See figure 3.10).

e

Click on the Display button.
d.  Current information about that location is displayed in the lower left frame.

e.  To view particular details (i.e. Address/Directions, Road Map, etc.), click on the link
for the desired information.

f.  The new information is displayed in the right frame.
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25. Student Records - Student Records is a user's access to their individual profile and
transcript information. From here, a user can add items to their transcript, update their
profile, view their transcript, change their password, and change their organization.
Managers and administrators with authorization can access course and user information

from here.

.

Info Map Index IDP Glossary Feedback Notepad Research Help I*AdministerSite Cantent j

[ |

Online Leaming Center

_ ADMINISTRATION

Student Records

ﬁ Administrator Records

=' g Change Organization
. f l Change Password
“ Evaluation Statistics

| 2 Crganizational Becords
,- :l\ ﬁ Student Transcript Ll

Instractor Lounge | Site Mape | Student Records | User Directory | Website Evaluation

(Figure 3.11)

a. In the Administration building, click on the Student Records location in the room, or
on the appropriate link under the picture (See figure 3.1).
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26. Administrator Records - Administrators with required access can query individual
progress and course statistics. Queries include the progress of individual employees, the list
and progress of employees enrolled in a particular course, and average test scores for all
students that have completed the course.

K
| B Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Content j
" Online Laamimcanlnr

_ ADMINISTRATION

Administrator Records

Perform a search using one of the methods below. Click on a drop-down list, then type in the first letter of
a last name or course title, click click Display. To prnt the resulting transcript or information about a
course, click on frame below, then use your browser’s print finction

By Emnployee [Klaus, David ~| Display |
By Course |Exceeding Customer Expactations ~| Display |
Student Transcript :I

For: Tamya Luckett  Asoft September 19, 2000

Tidle Accessed |Start Date | CoMPletion | Pretest || Posttest
Date Score Score
Best Management Practices for Storm Water
M ement ‘ - ‘D?IIEIEDDD ‘ ‘ 1] ‘

. . . . . . ||

Instructor Lounge | Site Maps | Student Recorde | Ueer Directory | Webeite Evatuation

(Figure 3.12)

a. In the Administration building, click on the Student Records location in the room, or
on the appropriate link under the picture (See figure 3.1).

Click on the Administrator Records link (See figure 3.11).
Select the employee or the course for which you need information (See figure 3.12).

Click on the Display button adjacent to the employee’s name or course title.

N

Results are displayed in the lower frame.
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27. Change Organization - Change Organization allows you to change your organization
affiliation.

. 5
| W Info Msp Index IDP Glossary Feedback Notepad Research Help [~Administer Site Content =l
@ Online Leaming Center

LEARNING CENTER =

_ Course Information & Enrollment

Your current organization 15 shown. Either identifiy a new organization by selecting it from the list below and
clicking Select, or click Expand to wew divisions within an organization. If your organization is not
available wia these menus, specifiy an Other Organization and click Select. Click Cancel to exit without
changing your organization.

IDepartmentofEnergy =] SEledl Expand |
|Of‘fice of kdanagement and Administration j Seledl Expand |

Other Orga.nizationl Select |
Cancel | |

Instructor Lounge | Site Iaps | Student Records | Dser Directory | Website Evaluation

(Figure 3.13)

a. In the Administration building, click on the Student Records location in the room, or
on the appropriate link under the picture (See figure 3.1).

b.  Click on the Change Organization link (See figure 3.11).

Select your new organization from the first dropdown menu. Click on the Expand
button if you need to find an office within a larger entity (i.e. a specific Head Quarters
office within the Department of Energy). (See figure 3.13)

1. If your new organization is not listed, type in the new organization name in the
Other Organization text field.

d.  Click on the Select button adjacent to the field your new data resides in.

e.  To return to the previous menu without making any changes, click on the Cancel
button.
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28. Change Password - Change Password allows you to change your user password.

! .

e 3

iy Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Caontent j
s Onhine LaamimCenhar

_ ADMINISTRATION

Change Password

To change vour password, enter your Old Password and your INew Password, then chick Submt. Your
Mew Password should constst of at least stz letters, munbers, and/or underscores, should not melude
spaces, and is case sensitive.

Old Password ||

Mew Fassword |

Confirm Mew Password |

Cancel |

Instructor Lounge | Site Waps | Student Records | User Divectory | Website Evaluation

(Figure 3.14)

a. In the Administration building, click on the Student Records location in the room, or
on the appropriate link under the picture (See figure 3.1).

Click on the Change Password link (See figure 3.11).

Enter your current password in the Old Password text field (See figure 3.14).
Enter the password you now desire in the New Password text field.

Re-enter your new password in the Confirm New Password text field.

Click on Submit to send this information.

I

Click on Cancel to return to the previous screen without making changes.
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29. Evaluation Statistics - Evaluation Statistics is a function used to review both course and
site statistics.

L Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Content j
5 Online Leaming Center

_ ADMINISTRATION

Evaluation Statistics

To wiew course evaluation statistics, select a course from the list below, and then click Display. To wiew
site evaluation statistics, click Site Evaluation Statistics.

By Courze |AII j Display |

Site Evaluation Statistics

Ewvaluation Statistics for Achieving Results as a Cross-functional Team :I
e 1 2 3 45 [Ave
|]:NSTRUCTIONAI. DESIGN
1 Target Audience is clearly identified. |0 0 0 1 0 0 200
Strongly Disagree to Strongly Agree [0.00%  |0.00% [0.00% |100.00% |0.00% |0.00% | =

Instructor Lounge | Bite Maps | Student Records | User Ditectory | Wehsite Evaluation

(Figure 3.15)

a.  To Review Evaluations by Course:

i.  In the Administration building, click on the Student Records location in the
room, or on the appropriate link under the picture (See figure 3.1).

ii.  Click on the Evaluation Statistics link (See figure 3.11).
iii.  Select a Course from the By Course dropdown menu (See figure 3.15).
iv.  Click on the Display button.
v.  The results are displayed in the lower frame.
b.  To Review Evaluations by Site:

i.  In the Administration building, click on the Student Records location in the
room, or on the appropriate link under the picture (See figure 3.1).

ii.  Click on the Site Evaluation Statistics link (See figure 3.15).
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30. Organizational Records - Organization managers with required access can query
employee progress and course statistics.

A
/ Info Map Index IDP Glossary Feedback Notepad Research Help I"Admmlsterﬂ\te Content j
Online Leaming Center

_ ADMINISTRATION

Organizational Records

|Depanment of Energy j Select | Expand |

IAIbuquerque Operations Office j Select ||| Expand

Instructor Lounge | Site Maps | Student Records | Dser Directory | Wehsite Evaluation

(Figure 3.16)

a. In the Administration building, click on the Student Records location in the room, or
on the appropriate link under the picture (See figure 3.1).

b.  Click on the Organizational Records link (See figure 3.11).

Select an organization from the dropdown menu (See figure 3.16). Click on Select
for a large organization, or Expand to select a sub-organization, then click on Select.

d.  On the new set of frames, Select the Employee or Course for which you want
information. Click on the Display button next to the dropdown menu which holds
your search criteria.

e.  Your results are displayed in the lower frame (See figure 3.17).

L

Info Map Index IDP Glossary Feedback Notepad Research Help ISeIemafuann j
Online Leaming Center

ADMINISTRATION =l
Organizational Records Department of Energy

Perform a search using one of the methods below. Click on a drop-down list, then type in the first few
letters of your search terms to quickly access a specific name. To print the information below, click on the
Meridian K5I Enowledge Centre™ logo, then use your browser’s print function.

By Employee |test test ﬂ Display

By Course | Introduction ta Environmental, Safety, and Occupational Health (ES0H) j Display

|
Department of Energy B
Course: Introduction to Environmental, Safety, and Occupational Health
(ESCH)
As of: September 20, 2000  Average Posttest Score:
‘ Title ‘Smrl Daie |Cumpleﬁnn Daie |Pn=,test Score |Pnsthest Score
[scauten, Mary Tane [0912/2000 | [ e | Zl

Instactor Lounge | Site Wlaps | Student Records | User Ditectory | Wehsite Evaluation

(Figure 3.17)
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31.

Student Transcript - The Student Transcript is a list of all the courses a user has started
through the site, with completion data for finished courses.

T
Info Map Index IDP Glossary Feedback Notepad Research Help [*Administer Site Comtent =l

Online Leaming Center

_ ADMINISTRATION

Student Transcript

To print your transcript information, click on frame below, then use your browser’s print finction.

Pretest
Score

Postiest

Score J

Completion

‘ Title Date

Accessed

Start Date

Best ement Practices for Storm Water
ement

‘Dﬁfl 21902 ‘ 06/1271992

Best Manhagement Practices for Storm Water
Mlanagement

Introduction to Exwironmental, Safety, and
Occupational Health (ES OH)

|Intmducnon to E30H Regulations

‘ ‘ 0&/17/1992 ‘

‘Dgf 1142000 ‘

[NSCOM Environmental Awareness |- |panangss |
| v

| - |09f11f2000 |

Instructor Lounge | 2ite Laps | Student Becords | Deer Directory | Webeite Evaluation

(Figure 3.18)

In the Administration building, click on the Student Records location in the room, or
on the appropriate link under the picture (See figure 3.1).

Click on the Student Transcript link (See figure 3.11).

To print your transcript (See figure 3.18):

i.  Click in the lower frame containing your information.

ii.  Click on File from your Web-browser’s top most menu options.

iii.  Click on Print.

iv.  Verify the print settings, then click the OK button in the print window.

v.  After retrieving your transcript paper copy. Click on your browser’s Back
button to return to the previous screen.
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32. Update Learning Events - Update Learning Events allows you to add outside learning
events to your Transcript. These can include seminars, talks, classes, etc. that were not
taken through the site.

K
7 Info Map Index IDP Glossary Feedback MNotepad Research Help |*Administer8ite Content j
% Online Leaming Center

_ ADMINISTRATION

Update Learning Events

View, edit, or delete an exsting learning event by selecting one of the icons associated with it. Or click the
"4 dd new learning event" link to enter new information. Fill in the resulting form, then click the Add button,

El-rait X - Detete

Learning events for: Paul Somerville

Add new learning event

Instructor Lounge | Site Mape | Student Becords | User Directory | Website Evaluation

(Figure 3.19)

a. In the Administration building, click on the Student Records location in the room, or
on the appropriate link under the picture (See figure 3.1).

b.  Click on the Update Learning Events link (See figure 3.11).
To Review an existing learning event (See figure 3.19):

i.  Find the learning event you wish to edit in the lower left frame. (Listed in
alphabetical order.)

ii.  Click on the Info button adjacent to the selected event.

iii. The learning event information is displayed in the right frame.
d. To Add a new learning event (See figure 3.19):

i.  Click on the Add new learning event link.

ii.  Complete the new form that is presented in the right frame.

iii.  Click on the Add button.

iv. The new learning event is added to the list in the left frame.
e. To Edit a learning event (See figure 3.19):

i.  Find the learning event you wish to edit in the lower left frame. (Listed in
alphabetical order.)

ii.  Click on the Edit icon adjacent to the selected event.

iii. Change information as required.
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Click the Update button found at the bottom of the form.

To Delete a learning event (See figure 3.19):

1.

ii.

1il.

1v.

Find the learning event you wish to edit in the lower left frame. (Listed in
alphabetical order.)

Click on the Info button adjacent to the selected event.

Verify that this is the event you wish to delete.

If correct, click on the Delete icon adjacent to the event in the left frame.
Click OK to verify the deletion.
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33. Update Profile - Update Profile allows you to update your personal data, including your
address, phone number, etc.

A

Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Caontent j
Qnline Leaming Center

_ ADMINISTRATION

Update Profile

-

Type over the information in the feld(s) that wou wish to change, then click Submit to add the new
wformation. All required fields are marked with an asterisk (*).

* First IName ITDm

* Last Name IJﬂCDbS

* E-mail Address [facobs@wapa.gov o

¥ Send me updates and nofification of confent changes af this e-mail address.

Title ISr. Distance Learning Specialist

Address 1 [14102 Sunnyfield Dr
Address 2 [Suite 500

City [t [~ |
Instractor Lounge | Site Maps | Student Records | User Divectoty | Wehasite Evaluation

(Figure 3.20)

a. In the Administration building, click on the Student Records location in the room, or
on the appropriate link under the picture (See figure 3.1).

Click on the Update Profile link (See figure 3.11).
Modify your user profile information as desired (See figure 3.20).

When complete, click on the Submit button.

© a0 o

Click on the Reset button to cancel all changes made.
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34. User Directory - The User Directory lists site users and instructors that have elected to
make their information available to others. It's searchable by partial or full last name.

A
[ f Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Caontent j
e Qnline Leaming Center
LI ADMINISTRATION Last Name |2
User Directory © Tsers @ Instructor

To search for other users who have elected to appear i the Uszer Directory or instructors, select the
appropriate option, enter the first few letters of the last name and then click Display. To add or remove
yvourself from the User Directory, select Update Profile from the Student Records menu and modify vour
profile accordingly.

Faculty Directory

0 record(s) found.

Instractor Lounge | Site Maps | Student Records | User Divectory | Wehsite Evaluation

(Figure 3.21)

a.  Inthe Administration building, click on the User Directory location in the room, or
on the appropriate link under the picture (See figure 3.1).

i.  Enter the name of the person you would like to search for information on in the
Last Name textbox found in the upper right corner (See figure 3.21).

ii.  Select the appropriate radio button, “Users” or “Instructor”.
iii.  Click on the Display button.
iv.  Records matching the search criteria are displayed in the lower left frame.

v.  Find the desired record, then click on the Info button next to the individual’s
name.

vi. Detailed information on the individual is displayed in the right frame.
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35. Website Evaluation - Available for user Website evaluation.

Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Cantent j
Qnline Leaming Center

-

Energy OnLINE LEARNING CENTER
Website Evaluation

The purpose of this evaluation form is to evaluate all aspects of the DOE Online Learning Center. It iz critical that
evaluation of the website take place prior to the official launch date of September 30, 2000, The DOE Online Learning
Centet Wotking Group will evaluate the site and repott back to the group no later than Awgust 30, 2000.

Scope/Authority/Level

1. Purpose of Website and its Contents are Clear.
Strongly Disagree © € € € € Strongly Agree @ Mo Answer

2. There is sufficient breadth & depth of information related to the target audience's specific arez
Strongly Disagree © € € € € Strongly Agree @ Mo Answer

3. Ovmership and responsibility for content of site is clear.
Strongly Disagree © € € € € Strongly Agree & Mo Answer

4. Goals/objectives of site are clearly statediunderstood. _Iﬂ

4 | »

Instructor Lounge | Site Maps | Student Records | User Ditectory | Wehsite Evaluation

(Figure 3.22)

a.  In the Administration building, click on the Website Evaluation link under the room
picture (See figure 3.1).

i.  Answer all questions and fill in all appropriate blanks in the evaluation form
(See figure 3.22).

1i.  Click on the Submit button.
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36. Career Center - The Career Center is the location for employees to access information
and tools to assist in career development using tools provided by HR organizations.

L

Info Map Index IDP Glossary Feedback Notepad Research Help  [Selocta function =l
Online Leaming Center

|»

Training and E - 1! Fhl:%sillca
— ealogaiaat Training
Cenl Centers
Career Corner

Individual

£

Agsociations & Organizations | Career Books | Career Corner - Individual | Career Development Sites | Tutorials

(Figure 3.23)
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37. Associations & Organizations - Association and Organizations are industry-specific
entities. They are listed alphabetically with a description, short history, and link to the web
site of each group.

N
1A Info Map Index IDP Glossary Feedback Notepad Research Help I*AdministerSite Caontent j
yred Online Leaming Center

|»

CAREER CENTER Keywords: [an Search |
Associations & Organizations

Assoctations and Crganizations are ndustry-spectfic. Enter one or more keywords, then chick Search
From the resulting list of Assoctations & Orgamzations, chick Info for additional information or the title to
open the file in a new window.

=
N N
58 record(s) found. Air and Waste Management Association (AWRA)
. . The Air and Waste Management Association is a
\id . P .
:ﬁ P‘Adca;daer:rsofA%?ﬁed Hazardous I aterials nonprofit technical, scientific, and educational
, . _g_[—M]. o organization with more than 14000 members in 65
HNED; Air snd Waste Management Association countries. Founded in 1907, the Association provides a
(AWMLA) forumm where all wiewpoints of an environmental issue
JE Adr Force & couieition (technical, scientific, economde, social, political, and risk 7
INEG; fmerican & cademy of Environmental agsessment) receive consideration.
Engitieets
m American A ssociation for the & dvancement This wotldwide netwotk represents many dizciplines:
of D riernne [ b T ﬂ physical and social sciences, health and medicine, LI

Aseociations & Organizations | Career Books | Career Corner - Individual | Career Dievelopment Sitee | Tutotials

(Figure 3.24)

a.  Click on Associations & Organizations hot spot in the Career Center, or on the link
below it (See figure 3.23).

b.  Inthe Keywords text field in the upper right corner, enter a word you would like to
search on (See figure 3.24).

c.  Click on the Search button.
The results are displayed in the lower right frame.

Click on the Info button adjacent to any of the displayed links to view a brief
synopsis in the right side frame.

f.  Click on any of the displayed links to go directly to the resource itself. A new
window is opened for the display of the new information.
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38. Career Books - Career books are recommended career - related publications. Books are
grouped by category, with title, author, and summary information.

© ™o oo

A\,

Info Map Index IDP Glossary Feedback Notepad Research Help I*AdministerSite Content

Online Leaming Center

CAREER CENTER
Career Books Category [ Al =l

Career Books are recommended career- Keywords: I
related publications. Fromm the list of Career

Books, click Info for addibional mformation Sort By: ITitIE :I' Search |

or the title to open the file n a new =
=1| Cover Letiers That Knock "Em Dead (3rd Edition) ;I
4 record(s) found. Yate, WMattin John
Category: All
Cower Letters That Knock 'Em Dead has the final word
JNED; Cover Letters for Dummies (15t Ed) (Kennedy, o1 ot just how to write a " correct” cover.lgtter, tut how
Tayce Lain) towrite one that offers a powetful competitive
dvantage in today's job market. Dedicated web
JNEQ; Cover Letters That Knock 'Bm Dead (3rd :it:aél“naagn‘e( ;;k:fnfiezggc};i;) etk Leirated we
Edition) (Vate, Wartin Joh) ' ’ ) ’
JNEQ; Hiting the Best : A Manager's Cuide to S
Effective Interviewing (Yate, L artin) o
JHEQ, Job Hunter's Checldist: All the Essential Steps = Order now direct =

Azsoviations & Organizations | Career Books | Career Corner - Individual | Career Development Sites | Tutorials

(Figure 3.25)

Click on Career Books hot spot in the Career Center, or on the link below it (See
figure 3.23).

Select your desired category from the dropdown menu in the upper right corner (See
figure 3.25).

Enter any specific words you wish to search for in the Keywords text field.
Select the method you would like the results to be sorted by (i.e. Title or Author)
Click on the Search button.

The results are displayed in the lower left frame.

To view additional information on any of the displayed titles, click on the Info button
adjacent to it.

The results are displayed in the lower right frame.

If you desire to order the book, you will find a link at the bottom of the description
frame. Clicking on it will open a new window.

To order, simply follow the instructions on the book seller’s website.
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39. Career Corner - Individual - Linked to ALX/FLX. The Career Corner for Individuals
allows registered users of the site to post an electronic resume to search and respond to
advertised job openings. Job openings may be searched by keyword, salary requirement, job
category, and/or location. Resumes can be searched by potential employers. A check box
on the resume form indicates whether not a user is actively looking for a new position.

A
k Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Cantant j
B Online Leaming Center

CAREER CENTER

_ Career Corner - Individual

Find Job Postings

Welcome, Paul Somerville. Please click here to find jobs posted with the Departrent of Energy.

Agsociations & Crganizations | Career Books | Career Corner - Individual | Career Development Sites | Tutorials

(Figure 3.26)

a.  Click on Career Corner - Individual hot spot in the Career Center, or on the link
below it (See figure 3.23).

b.  Click on the new link presented to view additional information on DOE job postings
(See figure 3.26).

c. A new window is opened and the Department of Energy’s job posting website is
available for your browsing.

d.  To close this window, click on the X in its upper right hand corner.
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40. Career Development Sites - The DOE has several Career Development sites.

LW
A
Info Map Index IDP Glossary Feedback Motepad Research Help |*Administer8ite Content j
Online Leaming Center

CAREER CENTER
Career Career Development Programs:
Development Sites | DOE Technical Leadarship Development Program |

& Information © References ¢ BBS ¢ Chat Search |

The DOE has several Career Development Sites. Enter one or more keywords, then click Search. From
the resulting list of Career Development Sites, click Info for additional information or the title to open the
file in a new window.

Associations & Organizations | Career Books | Career Cotner - Individual | Career Development Sites | Tutorials

(Figure 3.27)

a.  Click on Career Sites in room or, on the Career Development Sites link under it
(See figure 3.23).

b.  Select the Career Development Program of your choice from the dropdown menu in
the upper right corner (See figure 3.27).

c.  Click on the radio button of your choice to select Information, References, BBS, or
Chat.

d.  Click on the Search button.
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4].

For Information

oo oA

L
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Online Leaming Center

CAREER CENTER
Career Career Development Prograrms:

Development Sites |DOE Technical Leadership Development Pragram x|
@ Information ¢ References ¢ BBS € Chat | Search |

The DOE has several Career Development Sites. Enter one or more keywords, then click Search. From
the resulting hst of Career Development Sites, click Info for additional information or the title to open the
file in a new window.

DOE Technical Leadership Development Program

The TLDF consists of: general and specific technical training activities; management and leadership development
activities; rotational work experiences in a variety of functional programs and program support areas. After the first three
years, 12 monthe of graduate education may be made available to TLDP patticipants for study in a techhical specialty

area appropriate to the mission(s) of the home organization andfor of the Department.

Agsociations & Organdzations | Career Books | Career Corner - Individual | Career Development Sites | Tutorials

(Figure 3.28)

Click on Career Sites in room or, on the Career Development Sites link under it
(See figure 3.23).

Select the Career Development Program of your choice from the dropdown menu in
the upper right corner (See figure 3.28).

Click on the radio button of your choice to select Information, References, BBS, or
Chat.

Click on the Search button.

Information on the program you selected is presented in the lower frame.

For additional information, click on the program title link in the lower frame.
A new window is opened to display the new information.

To close this window, click on the X in its upper right hand corner.

45 **DRAFT COPY**



**DRAFT COPY**

42. For References

A
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Online Leaming Center

CAREER CENTER
Career Career Development Programs:
Development Sites | DOE Technical Leadership Development Program =

€ Information & References ¢ BBS ¢ Chat Search |

The DOE has several Career Development Sites. Enter one or more keywords, then click Search. From
the resulting kst of Career Development Sites, click Info for additional mformation or the title to open the
file in a new window.

-
3 record(s) found. DOE Technical Leadership Development Program
' . . . Source:
j B lechnical Leadersiip L evelOptnent
m EICD)E 'Ia';ch.mcal Leadership Development Document Number:
LIDEm File Type: htm
m TLDP Career Development Media: Document
JNEQ; TLDF Operations Guide E
-

Associations & Organizations | Career Books | Career Corner - Individual | Career Development Sites | Tutorials

(Figure 3.29)

a.  Click on Career Sites in room or, on the Career Development Sites link under it
(See figure 3.23).

b.  Select the Career Development Program of your choice from the dropdown menu in
the upper right corner (See figure 3.29).

c.  Click on the radio button of your choice to select Information, References, BBS, or
Chat.

d.  Click on the Search button.
The results are displayed in the lower right frame.

Click on the Info button adjacent to any of the displayed links to view a brief
synopsis in the right frame.

g.  To view additional information, click on the desired title link in either the left or right
lower frame. A new window is opened for the display of the new information.
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43. For BBS (Threaded Discussions)

A

5 A W
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ke Online Leaming Center

CAREER CENTER
Career Career Developent Programs:
Development Sites |DOE Technical Leadership Development Program x|

¢ Information ¢ References & BBS ¢ Chat S8arch |

The DOE has several Career Development Sites. Enter one or more keywords, then click Search. From
the resulting st of Career Development Sites, chick Info for addiional information or the title to open the
file in a new window.

COMMUNITY CENTER Forum | OLC Discussion (2) =
Discussion Forum
ﬁstaﬁ. anew thread

1 0LC Discussion (2
What iz the advantage of learning online® (1) (1 - Dorothy Yan Steinburg - 09/09/2000 11.00.57 AWM
OLC Discussion Tee (1 (0 - Paul Somerville - 07/12/2000 2:07:23 AN

b bl

Agsociations & Organizations | Career Books | Career Corner - Individual | Career Development Sites | Tutorials

(Figure 3.30)

a.  Click on Career Sites in room or, on the Career Development Sites link under it
(See figure 3.23).

b.  Select the Career Development Program of your choice from the dropdown menu in
the upper right corner (See figure 3.30).

c.  Click on the radio button of your choice to select Information, References, BBS, or
Chat, then click on the Search button.

d.  Select your desired forum form the dropdown menu box in the lower frame.
e.  To Review any of the presented discussion threads, click on the title.
1. To Reply to any comment in an existing thread:
(1) Click on the Reply icon at the bottom of the original message.
(2) Type your comment in the provided Message field.

(3) Click on the Reply button to submit your comment. Click Cancel to exit
the reply form.

f.  To Begin a new discussion thread:
(1) Click on the Start a new thread icon in the lower frame.
(2) Input the desired Subject and Message in the appropriate fields.

(3) Click on the Post button to submit your message. Click Cancel to exit the
new discussion form.
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44. For Chat

&

Online Leaming Center

Info Map Index IDP Glossary Feedback Notepad Research Help |"Admimster5\le Caontent

[

CAREER CENTER
Career
Development Sites

The DOE has several Career Development Sites. Enter one or more keywords, then click Search. From
the resulting bist of Career Development Sites, click Info for additional mformation or the title to open the
file in a new window.

Career Development Programs:
| DOE Technical Leadership Development Program j

€ Information ¢ References ¢ BBS & Chat Search |

Ll

Subjects

Technical Leadership Die

|»

Technical Leadership Development Program

B = Say = Whisper 8 = Think ™ = Action

=i

Connecting to 207.556.113.195..
Failed to connect to server:
Unknowen Error ;

java.net ConnectException:

nnactinn vafisar

| Carces Bogks | Career Come: - Individual | Career Development Siles | Tularials

(See figure 3.23).

(Figure 3.31)

the upper right corner (See figure 3.31).

Chat.

link.

Click on the Search button.

Select your desired subject from the lower left frame by click in on the appropriate

= Gay x

Connection refused
Dizconnecting from server: null
Connecting to 207 .86.113.195...
Digconnecting from server: null
Connecting to 207 861131958,
Failed to connect to server:
Unknowwen Error

javanet ConnectException:
Connection refused

Failed to connect to server:
Unknasaen Errar

java net ConnectException:
Connection refused

= Whisper Q=Thin.k = Action

T

e

EnterChat | ExitChat |

(Continued on next page. . .)

(Figure 3.32)
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Click on Career Sites in room or, on the Career Development Sites link under it
Select the Career Development Program of your choice from the dropdown menu in

Click on the radio button of your choice to select Information, References, BBS, or
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In the right frame click on the Enter Chat button.

1. Select a nickname if prompted to do so.
ii.  Then, click on OK.
Read the chat messages in the left half of the chat box (See figure 3.32).

To submit a comment, type it in the bottom box of the chat window and click on one
of the following buttons (Say, Whisper, Think, or Action), depending on the way
you would like to present it.

When finished, click on the Exit Chat button.
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45. Tutorials - Tutorials are short lessons on professional and office related subjects, covering
topics such as career, communication, and software. Unlike courses, they are for
information only, and completion of them is not a part of a user's transcript.

LN

: Info Map Index IDP Glossary Feedback MNotepad Research Help |*Administer8ite Content j
Online Leaming Center

CAREER CENTER
Tutorials

Tutorials are short lessons on various professional and office related subjects. From the list of Tutorials,
click Info for additional information or the title to open the file in a new window.

Career Managerial Communications Tutorial

L Commurications is integral to every activity a manager
Communication petforme. This brief tutorial provides some quick tips
JNED, Managerial Communications Tutorisl and pointers for many of the communic ations tools

available in a typical organization, including the
telephone, e-mail, memorandums, and non-verbal
Software comunications.

E Introduction to the Internet

Aszeoviations & Orgatizations | Career Books | Career Corner - Individual | Career Development Sites | Tutorials

(Figure 3.33)

a.  Click on Tutorials hot spot in the Career Center, or on the link below it (See figure
3.23).

b.  The available tutorials are listed in groups (i.e. Communication, Software, etc.) in the
lower left frame (See figure 3.33).

c.  To review additional information on any of the listed titles, click on the Info link
adjacent to it.

d.  The new information is displayed in the right frame.

e.  To access the actual resource, click on the title link in either the left or right frame.
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46. Washington Area Training Center Information - The Washington Area Training
Center Information function allows users to obtain useful information about the
Washington Area Training and Employee Development Centers.

3 Window - Microsoft Internet Explorer

J\P.».@ ﬁr‘@@@”

Blanf Farwarnd Stop Refresh Home Search  Favortes  History

Close this window to return.

The llS. Washington Area Training

Department
of Enerqy Employee Development Ce

Home Training Today for Tomorrow's Needs

-

SRR Join us for a Pathway
Eanatl (o the Future! Forrestal
Building
Career ; . Room GA-156
(YEREEEee  The Washington Area Training Phone (2021555
and Employee Development ?52 e
Leadership Center {formerly the Career Management 25352(2 T
[ =WVl ety Resource Center) welcomes Department of Mg B3 -
Energy employees qul-_(ing in the Metropolitan Spm Manday -
area to a one-stop training and career Friday
Suggestions management center far the future — YOUR
& Feedback FUTURE! Germantown
Room F-135

The new Center, which reports directly to the

Phane (3011903-
n4ng

|&] Dane |_|_|Q Intemst

ol

(Figure 3.34)

a.  Inthe Career Center building, click on the Washington Area Training and
Employee Development Centers text, found on the wall above the bookcase. A new
window is opened (See figure 3.34).

b. Browse information as desired.

c.  To close the window, click on the X in the upper right hand corner of it.
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47. Community Center - The Community Center provides students a forum to discuss
current issues and hot topics. Come here to view a newsletter, or learn about colleagues
background and skills.

|

-

Discugsion Forum | Hot Topics | Mewsletter | Peertlet

(Figure 3.35)
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48. Discussion Forum - This is a threaded discussion - based forum, organized by topic
where users post, read, and reply to messages.

L
1 07 I Info Map Index IDP Glossary Feedback Notepad Research Help [“Administer Site Content =l
@ Online Leaming Center

COMMUNITY CENTER FomlTechnical Leadership Development Program (4) =]
Discussion Forum
From: Michele Minthane

Subject: Second Thread
Posted on: 06/15/2000 5:33:39 PW

This iz an online collaboration systemn where people from any area of the globe can patticipate in
asynchronous knowledge sharing. You can have as many threads as yvou like and as many responses to
each message as the contributors send.

£ Reply

@ Statt a new thread

[:I Techtical Leadership Developtuent Program (4)
Becond Thread (2) (1) - Michele Minihane - 06/15/2000 3:33.39 PII
[1-[Z] TLDP (2) (1) - Michele Minihane - 06/15/2000 3:1429 PL =l

Digcussion Forum | Hot Topics | Hewsletter | Peert et

(Figure 3.36)

a.  Click on Discussion Forum hot spot in the Community Center, or on the link below
it (See figure 3.35).

i.  Select your desired forum form the dropdown menu box in the lower frame (See
figure 3.36).

ii.  To Review any of the presented discussion threads, click on the title.
(1) To Reply to any comment in an existing thread:
(a) Click on the Reply icon at the bottom of the original message.
(b) Type your comment in the provided Message field.
(c) Click on the Reply button to submit your comment.
(d) Click Cancel to exit the reply form.
iii. To Begin a new discussion thread:
(1) Click on the Start a new thread icon in the lower frame.
(2) Input the desired Subject and Message in the appropriate fields.
(3) Click on the Post button to submit your message.

(4) Click Cancel to exit the new discussion form.
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49. Hot Topics - Hot topic is a running discussion about a single posted topic. New issues
are periodically posted, and links to information about the current topic are included at the
bottom of the page.

N

Info Map Index IDP Glossary Feedback Notepad Research Help I*AdministerSite Content j
* Online Leaming Center

COMMUNITY CENTER
Hot Topics

HOT Topics!

Voice your opinion, express yourself, or just plain share your knowledge on a hot topic in the news! Qur
posting areais below the current postings, at the bottom of this page.

By participating in Hot Topics discussion, you agree with our groundrules.
Current Topic
Electrenic Commerce {(EC)/Elecirenic Data Interchange (KD

EC (Electronic Cotnmerce) is the papetless exchange of business wfortnation using Electronic Data
Interchange (EDT), electronic mail (E-mail), computer Bulletin boards, F A3, Electronic Funds Transfer =

Discussion Forum | Hot Topics | Mewsletter | Peettlet

(Figure 3.37)

a.  Click on Hot Topics hot spot in the Community Center, or on the link below it (See
figure 3.35).

Note: if this is your first time, please select the ground rules link and review the
guidelines presented (See figure 3.37).

b.  Use the scroll bar to review the current hot topic, post a reply to the discussion, or to
access other related sites.

i.  To post a message:

(1) Type your comment in the Message text field (located directly below the
current hot topic and any subsequent postings).

(2) Click on the Post Message button.

ii.  To visit a related site, click on the title link of any of those listed.
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50. Newsletter - The newsletter is a recent publication on DOE events, with a link to search
archived versions. The archives can be searched by keywords, and the resulting list
includes summary information and a link includes summary information and a link to the
archived publication.

-
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MG gzette

Week of July 17, 2000
Phase |l Reformulated Gas Begins in January

The second phase of the federal Reformulated Gascline Program (EFG) officially began in January 2000,
The progratn is required by the Clean Air Actin cities with the worst stnog pollution. Reforrmulated
gasoline is blended to bumn cleaner and reduce smog-forming and toxic pollutants. Phase I EFG 15
already avalable in many of these areas. About 75 million people are breathing cleaner ar because of this
cleaner-burting sasoline. EFGis used in 17 states (Calif’, Conn., Del, I, Ind., K, Mass., Md., Mo,
NH,NI, NY, Pa, Texas, Va, Wis) and the District of Columbia. About 30 percent of all 7.3
gasoline 1s reformulated. Several areas have joined the program woluntarily to help improve their air

quality.

For more information...

Discussion Fonun | Hot Topics | Mewsletter | Peertlet

(Figure 3.38)

a.  Click on Newsletter hot spot in the Community Center, or on the link below it (See
figure 3.35).

b.  Use the scroll bar to review the newsletter (See figure 3.38).
Click on any links of interest to view additional information.
To return to the main newsletter page:

i.  Ifin the central display area, click on your web-browser’s Back button (usually
located in the upper left hand corner of the window).

ii.  If anew window was opened, click on the X in the upper right corner of the
window to close it.
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51.

PeerNet - PeerNet is a collection of online "business card," searchable by other users. An
individual's card contains contact and professions information, highlighting skills, talents,
products, and services. Users activate and update their cards here, and can search for other
individuals using a general keyword or expanded search.

d Online Leaming Center

L
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COMMUNITY CENTER
PeerNet

Peerliet is a great way to find the expertise you need, network, and become known in the community. To
create or update wvour business card, fill in the fields below and click: the Submit button.

Search PeerlNet —
Drop your Card - Win a Free Lunch!
Well maybe not, but a great way to networlk

Update Your Business Card
*First Watne: |Don

*Last Name:lTthas
E—maﬂlDDnTthaS@ccil.gDv

Phone|821l?84.236? H

Discusgion Fonam | Hot Topics | Hewsletter| Peerllet

(Figure 3.39)

a.  Click on PeerNet hot spot in the Community Center, or on the link below it (See
figure 3.35).

b.  To look for information on other DOE employees:
i.  Click on the Search PeerNet link (See figure 3.39).

ii.  To perform a simple search:

(1)

)
€)
(4)

©)
(6)

Type a word which you would like to search for in the Keywords text box.
(Note: Keyword searches scan person’s biography information. For name
searches, use the expanded search detailed below.)

Click on the View Results button.
Your results will be displayed in the lower left frame.

To view additional information on any of presented persons, click on the
Info button adjacent to the name.

New information is presented in the right frame.
If you wish to send an e-mail to the individual:
(a) Click on the person’s e-mail address.

(b) An new message window is opened. Complete and send the
message as you would a standard email.
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52. To Perform an Extended Search

. L
] k Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Caontent j
. Online Leaming Center

COMMUNITY View ezpanded Eeywords: |

Discussion Formum | Hot Topics | Hewsletter | PeerM et

(Figure 3.40)

a.  Click on PeerNet hot spot in the Community Center, or on the link below it (See
figure 3.35).

b.  Click on the Search PeerNet link (See figure 3.39).

c.  Click on the View expanded search link at the top of the central display frame (See
figure 3.40).

d.  Input any criteria you would like to search on in the appropriate fields. (The search
engine only searches on one criterium at a time.)

Click on the Search button.
Your results will be displayed in the lower left frame.

g.  To view additional information on any of presented persons, click on the Info button
adjacent to the name.

h.  New information is presented in the right frame. (Use the scroll bar as required to
view all information.)

1. If you wish to send an e-mail to the individual:
1. Click on the person’s e-mail address.

ii.  Annew message window is opened. Complete and send the message as you
would a standard email.
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53. To Add or Update Your “Business Card” on the PeerNet System

N
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|»

COMMUNITY CENTER
PeerNet

Peerlet 15 a great way to find the experttise you need, networl, and become known i the cornmunity. To
create of update your busthess card, fill in the fields below and click the Submit button.

Search PeerNet -
Drop vour Card - Win a Free Lunch!
“Well maybe not, but a great way to network

Update Your Business Card
*First Name:lDDn

*Last Name:lThomas
E—maﬂlDDnTthaS@ccil.gov

Phone|821l?84.238? =

Discussion Forum | Hot Topics | Hewsletter | Peettlet

(Figure 3.41)

a.  Click on PeerNet hot spot in the Community Center, or on the link below it (See
figure 3.35).

b.  Complete the form presented. Use the mouse or the tab key to move between text
fields (See figure 3.41).

c. Click on the Submit button at the bottom of the form.

Note: If you decide not to submit changes made to your form, click on the Reset
Form button. Your form will be returned to the beginning state.
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54.

Conference Center - The Conference Center is the location where students can
collaborate on work related topics, review and post information, locate experts, and respond
to others at their own convenience. No scheduling of collaboration tools is required and
they are self-managed. This area may also be used for Best Practices. For example, the
exhibit booths may be used to spotlight best practices by creating an information exhibit
and links for additional information.

A,
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-

_,_;'I' nical Papers

Exhibit Hall | Prezentations | Technical Papers

(Figure 3.42)
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55. Exhibit Hall - The exhibit hall is a virtual booth of supporting organizations. Clicking a
logo on the floor plan accesses the booths. The booth provides organization information as
well as a link to the web site and an online form to request additional information.

© ™o a0 o

L
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Online Leaming Center

Albuguergue =1
CONFERENCE CENTER Operations Office:

Exhibit Hall 1.3, Department of
Energy

Savannah River
Operations Office
atud the Savannah
Biver 3ite U3,
Department of
Energy

Bonneville Power
Admindstration: 1.3
Department of
Energy

Yolpentest Hanemer
Training &
Education Center

Oalland Operations
e LI

Esthibit Hall | Presentations | Technical Papers

(Figure 3.43)

Click on Exhibit Hall hot spot in the Conference Center, or on the link below it (See
figure 3.42).

In the right frame, scroll to find the desired DOE office or facility (See figure 3.43).
Click on the site name.

A new window is opened with site information.

To access more information click on the site name in the new window.

The new information is displayed in the same window.

To close this window, click on the X in the upper right hand corner.
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56. Presentations - These presentations focus on recent DOE technology and advances.
Summary information and a link to start the presentation are provided.

K
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CONFERENCE CENTER Reywords: [an

Presentations

This prowvides presentations that are focused on recent industry technological and advances. Enter one or
more keywords, then click Search. From the resulting list of Presentations, click Info for additional

mformation or the title to open the file n a new window.

2 record(s) found. Ground Source Heat Pumps

: : - Cround-source heat pumps can provide an energy-
iBIED, Eioventing of Soils efficient, cosLePfectifre WI:y to hI;at and cool Feggral
INED; Ground Source Heat Pumps facilities. Through the use of a ground-coupling system,
a conventional water-source heat pump design is
transformed to a unique means of utiizing
thermodynamic propetties of earth and ground water for
efficient operation throughout the year in virtually any

climate.

Exhibit Hall | Presentations | Technical Papers

(Figure 3.44)

a.  Click on Presentations hot spot in the Conference Center, or on the link below it

(See figure 3.42).
b.  Type a word which you would like to search for in the Keywords text box (See figure

3.44).

i.  Click on the Search button.

ii.  Your results will be displayed in the lower left frame.

iii.  To view additional information on any of presented items, click on the Info
button adjacent to the title.

iv.  New information is presented in the right frame. (Use the scroll bar as required
to view all information.)

v.  For more information click on the title of the desired presentation in either the
left or right frame.

vi. A new window is opened to display this information.

vii. Click on the on the X in the upper right hand corner to close this window.
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57. Technical Papers - Technical papers are industry-related publications, presentations, and
articles. Information about this includes author, source, summary, and a link to the
document.

N\

E Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Caontent j
Online Leaming Center
CONFERENCE CENTER Reywords [ Search |

Technical Papers

Technical Papers are industry-related publications, presentations, and articles. Enter one or more
keywords, then click Search. From the resulting st of Technical Papers, click Info for additional
information or the title to open the file in a new window.

Integrated Weh-Based Fmvironmental Compliance ;I
3 record(s) found. Training for Federal Facilities
JNED, 534/F ederal A cquisition Institute Online Source:
Learning Jite Author(s):
JHED; Integrated Web Based Environmental
Complistice Training fior Federal Facilities The World Wide Web (WWWW) presents a
JHEQ; Meridian K3I Knowledge Centrel fundamentally new way to communicate. Email,
electronic commerce, on-line periodicals and
newspapers, news groups, chat rooms, and search
engines to find it all have increased the volume and
speed of information exchange around the world. Ttisa LI

Esthibit Hall | Presentations | Technical Papers

(Figure 3.45)

a.  Click on Technical Papers hot spot in the Conference Center, or on the link below it
(See figure 3.42).

b.  Type a word which you would like to search for in the Keywords text box (See figure
3.45).

i.  Click on the Search button.
ii.  Your results will be displayed in the lower left frame.

iii.  To view additional information on any of presented items, click on the Info
button adjacent to the title.

iv.  New information is presented in the right frame. (Use the scroll bar as required
to view all information.)

v.  For more information click on the title of the desired presentation in either the
left or right frame.

vi. A new window is opened to display this information.

vii. Click on the on the X in the upper right hand corner to close this window.
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Learning Center - The Learning Center is the location for the following functions:

. Courseware catalogue

. Schedules of pending sessions

. CBT delivery

. Links to an external training provider's courseware site and events
. Student enrollment capabilities

. Training administrator and trainer functions

The Learning Center provides access to courses that are offered to employees, both online
and in the classroom setting. Employees have the ability to select the location most
convenient to them and electronically enroll or cancel participation.

A,

Info Map Index IDP Glossary Feedback Notepad Research Help ISelectafunc;tion j

Online Leaming Center

. .

All
||Zcience and Technical
Managerment and Leadership Development
|| Career Development
Information Technoloagy

H

SN Course Information & Enroliment

Course Information & Enrollment | Highly Rated Courses

(Figure 3.46)
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59. Course Information & Enrollment - Course information and enrollment provides
course synopsis information, and access to self-paced courses, grouped into topics and
searchable by keywords, course information includes cost, instructor, and course
description.

LN

Info Map Index IDP Glossary Feedback MNotepad Research Help |*Administer8ite Content j
Online Leaming Centar

LEARNING CENTER Topic |SkiIISDﬂ Courses j
Course Information & Keywords |

Enroliment Display |

Select a topic and type in keywords, then click Display. From the resulting st of courses, click Info for
addittonal information and to enroll in classroomn courses. Click: the title of a self-paced course to start the
COULsE.

307 record(s) found. j A Rich Tapestry of Cultural Conirasts j

—_ — Type: Gelf-paced

= Belfepaced m = Clagstoom Available: How available

Cost: Free

JHED; A Manager's Primer for Encuring Provider: 3kill3oft
Accountability Dept Head: Hone

m & Rich Tapestry of Cultural Contrasts

JHED; A chieving Results as a Cross-functional Team If you wete invited to a batbie in the arvo by a guy who

wy—, i R ﬂ had kangaroos in his ton paddock, in what country LI

Course Information & Enrollment | Motes & Assignments

(Figure 3.47)

a.  To Register for a course

i.  To register for a course: Select Learning Center from the campus map, or the
left toolbar menu (See figure 2.2).

ii.  Select a topical area from the Course Information and Enrollment list provided
(See figure 3.46).

iii.  Click on the course title of the desired course (See figure 3.47).
iv.  Finally, click on the Take Course button.
b.  To fill out a Course Evaluation

i. A the completion of a course, select Learning Center from the campus map, or
the left toolbar menu (See figure 2.2).

il.  Select the correct topical area from the Course Information and Enrollment list
(See figure 3.46).

iii.  Click on the course title of the completed course (See figure 3.47). (To find the
course faster, you may do a Keyword search here also. Simply type in a
keyword from the course title in the Keywords box, then click on Display.)

iv.  Finally, click on the Take Evaluation button.

v.  Complete all areas of the evaluation form, then click on the Submit button.
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60. Highly Rated Courses - Highly Rated Courses is a feature that allows users to view a
list of training courses that have ranked highly by other users of the Online Learning
Center.

N
A
i b Info Map Index IDP Glossary Feedback Notepad Research Help  [Selectafunction =l
R Online Leaming Center

LEARNING CENTER
Highly Rated Courses

The following are highty rated courses based upon review and/or course completion by Department of
Energy subject matter experts and tranees.

[N

Communicate to Develop Eelationships
Delivering ¥our Presentation

Foundations of Grammar
Analyze Tour Tse of Time
Conguenng Confhict throush Communtcation
Forgng Shared Team Operational Values
DeHA General Industry Health
OSHA General Industry Safety
9. Project Manasement Context and Processes
10, Zeeking Organizational Integration P
11, Zet goals and Priontize Your Use of Tume
12, Zething a Course |

Course Information & Enrollment | Highly Fated Courses

[ I

(Figure 3.48)

a.  Click on Highly Rated Courses hot spot in the Learning Center, or on the link below
it (See figure 3.46).

b.  From the list of course names displayed in the lower frame, click on the title link of
the desired course if you would like more information (See figure 3.48).

c.  Click on the Take Course button if you would like to take the course now.

65 **DRAFT COPY**



**DRAFT COPY**

61. Lecture Hall - The Lecture Hall is the location students can search for audio and video
presentations, and engage in collaborative discussions.

L
@/ Info Map Index IDP Glossary Feedback Notepad Research Help  [*Acminister Ste Cantert =
Online Leaming Center

-

Audio & Video Presentations | Collaborative Areas

(Figure 3.49)
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62. Audio/Video Presentations - Audio and video presentations are archived here. These
materials may require a plug-in or special software.

! LN
W Info Map Index IDP Glossary Feedback Notepad Research Help  |*Administer Site Cantent =
Re” Online Leaming Center

LECTURE HALL Keywords: |
Audio & Video Presentations & Both € Audic © Video | Search |

Audio & Video Presentations are presented live andfor archived. Enter one or more keywords, then click
Zearch. From the resulting list of Audio & Video Presentations, click Info for additional information or the
title to open the file in a new window.

8 record(s) found. Change: Ivestmenis and Insurance

i Audio me=ideo g;ﬁ:ﬁ:ﬁeﬁﬁé :TIEEN line ot better, sound card
E Bank of Bouthside Virginia atid speakers

JNEG; Business Property and Depreciation Lecture L?"gﬂ“ 38 seconds

JHEG; Change: Investments and Insurance gfui‘i’zgii Union

JHEG; Ozone Double Trouble

JBIED); Ozone Double Trouble LI Titme and technology have changed the banking ﬂ

Audio & Video Presentations | Collaborative Areas

(Figure 3.50)

a.  From the Lecture Hall building, click on Audio/Video Presentations in the room, or
on the Audio & Video Presentations link under it (See figure 3.49).

b.  Enter the word you would like to search for in the Keywords text box in the upper
right corner (See figure 3.50).

c.  Select the radio button to mark the desired type of presentation you are looking for
(i.e. Audio, Video, or Both).

d.  Click on the Search button.
Your results will be displayed in the lower left frame.

To view additional information on any of presented items, click on the Info button
adjacent to the title. (Brown Info buttons denote Audio presentations, Green Info
buttons denote Video.)

g.  New information is presented in the right frame. (Use the scroll bar as required to
view all information.)

h.  For more information click on the title of the desired presentation in either the left or
right frame.

1. A new window is opened to display this information.

j. Click on the on the X in the upper right hand corner to close this window.
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63. Collaborative Areas - Collaborative areas provide peer to peer and instructor to student
interaction. Through the use of chat rooms, users can communicate with others in real
time.

! A
| W Info Map Index IDP Glossary Feedback MNotepad Research Help I*AdministerSite Content j
L% Online Leaming Center

LECTURE HALL

Collaborative Areas

Collaborative tools enable users to communicate with each other in real time. This area will continue to
grow, so check back frequently. Click the link below to enter an example of a chat room.

+ Chat

Chat requires that vour browser supports Java.

Audio & Video Presentations | Collaborative Areas

(Figure 3.51)

a.  Click on Collaborative Areas hot spot in the Lecture Hall, or on the link below it
(See figure 3.49).

b.  Click on the Chat link (See figure 3.51).

Select your desired subject from the lower left frame by click in on the appropriate
link.

d.  In the right frame click on the Enter Chat button.
i.  Select a nickname if prompted to do so.
ii.  Then, click on OK.
Read the chat messages in the left half of the chat box (See figure 3.32).

To submit a comment, type it in the bottom box of the chat window and click on one
of the following buttons (Say, Whisper, Think, or Action), depending on the way
you would like to present it.

g.  When finished, click on the Exit Chat button.
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64. Library - The library is the location for references, research materials, and links to
information and learning resources.

b

: info Map Index IDP Glossary Feedback Notepad Research Help |*Adminigter8ite Caontent j
Online Leaming Center

|»

FAQs | Perindicals | Quick Bites | Beferences | Eegulations & Policies | Eesources

(Figure 3.52)
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65. FAQ’s - FAQ's is a compilation of common DOE issues or specific topics in the form of
questions and responses. Questions may have multiple answers from different sources.

[ Y &
! Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Content j
Online Leaming Center
LIBRARY Topic: | Al =l

FAQs Keywords: | ﬂl

Search the FAQs by selecting a topic from the pull-down hst. Narrow your search by specifying
approptiate keywords. Then click Search. From the resulting list, click Answer for a response to the
question.

<]

| v

101 record(s) found. ﬂ Question: Are hazardous wastes disposed of in
landfille?

ANEWER, Ate hazardous waste substances

regulated under RCRA? Source: EPA's Guide to Envitonmental Issues
W Are hazardous wastes disposed of in Answer: Both hazardous and solid waste regulations o
landfills? probibit disposal of hazardous waste in a
W Ave incinerators a source of toxic landfill that is not specifically designed and
ernissions to the air? permitted. Mevertheless, we generate a great

m A icinal 1o collecti it deal of hazardous wastes in our homes that
18 MMUEIP AL WASLE COLECLUAM SILES we unwittingly dispose of daily. For example,
included in categony VI for storm water LI e aioiao gls‘fp O y_‘ A___I?.f LI

FAQs | Periodicals | Quick Bites | Beferences | Eegulations & Policies | Besources

(Figure 3.53)

a.  Click on FAQ’s hot spot in the Library, or on the link below it (See figure 3.52).

1.

ii.

iii.

1v.

Vi.

Select the desired topic from the Topic dropdown menu in the upper right hand
corner (See figure 3.53).

Type the word you would like to search for in the Keywords text box.
Click on the Search button.
The results are displayed in the lower left hand frame.

To view an individual FAQ click on the Answer button adjacent to the desired
title.

The answer is displayed in the right frame. (Scroll as required to view the
answer in its entirety.)
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66. Periodicals - Periodicals are online magazines, newsletters, and newspapers. Information

includes a summary and a link to the site.

Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Content

=l

¥ Gnline Leaming Genter

LIBRARY Keywords: | Search |
Periodicals

Penodicals are online magarines, newsletters, and newspapers. Enter one ot more keywords, then click
Search. From the resulting list of Periodicals, click Info for additional information or the title to open the
file in a new window.

31 record(s) found. Acyuisition Reform Today

AR Today is a bi-monthly, prifited newsletter published
m ACGIH .Tjoda by the DUBDCAR). It is designed to give you a "heads-
UNED; Acquisition Reform Today up" on important acquisition reform events/activities.
ANED; Asny Acquisition Reform It's FREE and can be mailed to your office or home.

JNED; CNN Sci-Tech
JNED; Commerce Business Daily
JHED; COTS Jousnal

m Defense Finance and A ccounting Service
(DEAE) Online LI

EAQs | Periodicals | Quick Sites | Beferences | Eegulations & Policies | Eesources

(Figure 3.54)

Click on Periodicals hot spot in the Library, or on the link below it (See figure 3.52).

i.  Type the word you would like to search for in the Keywords text box (See figure
3.54).

ii.  Click on the Search button.
iii. The results are displayed in the lower left hand frame.

iv.  To view additional information on any of the displayed periodicals, click on the
Info button adjacent to the title.

v.  For further information on any periodical, click on the title link from either the
left or right frame.

vi. A new window is opened to display the new material.

vii. Click on the on the X in the upper right hand corner to close this window.
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67. Quick Sites - Quick Sites are shortcuts to key DOE sites. Information includes a
summary and a link to the site. There is also a link to submit a critique of any listed site.

LY

r Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Cantent j
Online Leaming Centar

LIBRARY Keywords:l Search |

Quick Sites

Cick Sites are shortouts to key mdustry sites. To review a quick site Click here. Enter one of more
keywords, then click Search. From the resulting list of Quick Sites, click Info for addifional information or
the title to open the file in a new window.

123 record(s) found. j Acquisition Reform Home Page

i A s This site provides information on AR initiatives,
1 Cud dit1 7 . ot
E ?:c;i;sel:ﬂn dellnes fos Bral s and education and training for the AR workforce, and the

m Acouisition Program Inte gration (O2TH
JNEG; Acouisition Reform Home Page
E Acouisition Reform Network (ARNET)
JNED, AC0Web

m Aerospace Compatiies

JNEQ; &FEIE FRO-ACT =
FaQs | Periodicals | Quick Sites | References | Regulations & Policies | Eesources

Change Management Center. The Reference Libraty

links to policy documents, laws, regulations and more.

(Figure 3.55)

a.  Click on Quick Sites hot spot in the Library, or on the link below it (See figure 3.52).
i.  To Access another site (See figure 3.55):
(1) Type the word you would like to search for in the Keywords text box.
(2) Click on the Search button.
(3) The results are displayed in the lower left hand frame.

(4) To view additional information on any of the displayed titles, click on the
Info button adjacent to the title.

(5) To access any site, click on the title link from either the left or right frame.
(6) A new window is opened to display the new material.

(7) Click on the on the X in the upper right hand corner to close this window.
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68. To Perform Evaluation on Another Website

A
A
1 Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Content j
% Online Leaming Center

|»

LIBRARY
Quick Sites Critique

Select the Quick Site wou wish to criticue. Fill in the approptiate material, then select the Submit button.

Quick Site Rating
IDTIC {Defense Technical Information Center) j & 1E
[SEPRY
Comments 33
= C 4F
C5F
-

8
« | o

FAQ:s | Periodicals | Ouick Sites | Eeferences | Eegulations & Policies | Eesources

(Figure 3.56)

a.  Click on the appropriate link in the top frame in the central display area (See figure
3.55).

b.  Complete the evaluation form (See figure 3.56).
Click on the Submit button.
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69. References - References are DOE and industry - specific standards and guidelines. They
are listed alphabetically with a description, source, author, and a link to the online
document.

L

Info Map Index IDP Glossary Feedback Notepad Research Help [*Administer Site Cantent =l
Online Leaming Center
LIBRARY Topic: |AII j
References
Keywords: [an search |

Select one of the topics above to wiew references for that topic. Narrow your search by specifiring
appropriate keywords. Then click Search. From the resulting list, click Info for more details or the title to
go to the reference.

|
3
48 record(s) found. Absiracts of Remediation Case Studies
m A ATDF Technology Practices Matual for Source: Environmental Protection A gency (EPA)
Burfactants and Cosolvents (TRE-97- Document Number:
File Type: pdf

UNED; Abstracts of Remediation Case Studies Media: Document
JHED; 4 ccessing Federal Data Bases for
Contaminated Site Clean TTp Technologies

m Acguisition and Technology Metrics System
Data i

FaQs|Periodicals | Cuick Sites | Referenices | Regulations & Policies | Resources

(Figure 3.57)

a.  Click on References hot spot in the Library, or on the link below it (See figure 3.52).

i.  Select the desired topic from the Topic dropdown menu in the upper right hand
corner (See figure 3.57).

ii.  Type the word you would like to search for in the Keywords text box.
iii.  Click on the Search button.
iv.  The results are displayed in the lower left hand frame.

v.  To view an individual reference click on the Info button adjacent to the desired
title.

vi. The information is displayed in the right frame.

vii. For further information on any title, click on the title link from either the left or
right frame.

viii. A new window is opened to display the new material.

ix.  Click on the on the X in the upper right hand corner to close this window.
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70. Regulations & Policies - Regulations and Policies are industry-specific standards and
guidelines. They are listed alphabetically with a description, source, author, and a link to
the online document.

L

Info Map Index IDP Glossary Feedback Notepad Research Help [*administer Site Content =

Online Leaming Center

LIBRARY Keywords: | Search |

Regulations & Policies

Eegulations and Policies are mdustry-specific standards and gmdelines. Enter one or more keywords, then
click Search. From the resulting list of Regulations & Policies, click Info for additional information or the
title to open the file in a new window.

28 record(s) found. Aijr Force Publications Office

INED; ADA Accessibility Cuideline s for Buildings ADODB.Fields eror B00alcct’
and Facilities
URES] Air Force Publications Office ADO could not find the object in the collection

UREG; Aty Federal Aquisition Regulation corresponding to the nare ar ordinal reference
5 reguested by the application.
upplement

INEG, ASHEAE Online Standards

JHEG, Code of Federal Regulations
:E Cornell Law School's Legal Information LI

FAQs | Petiodicals | Cuick Sites | Eeferences | Regulations & Policies | Besources

fkcflibrary/requlations_palicies_info.asp, line 27

(Figure 3.58)

a.  Click on Regulations & Policies hot spot in the Library, or on the link below it (See
figure 3.52).

1.

ii.

iil.

1v.

vi.

vil.

viil.

Type the word you would like to search for in the Keywords text box (See figure
3.58).

Click on the Search button.
The results are displayed in the lower left hand frame.

To view an individual regulation or policy click on the Info button adjacent to
the desired title.

The information is displayed in the right frame.

For further information on any title, click on the title link from either the left or
right frame.

A new window is opened to display the new material.

Click on the on the X in the upper right hand corner to close this window.
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71.

Resources - Resources are pre-selected sources for online research. Grouped into
categories (Associations, Government, Education, and Industry), they are listed with a
summary and a link to the site.

-
Info Map Index IDP Glossary Feedback Notepad Research Help |*Administer8ite Content j
Onhine Leaming Center
LIBRARY Keywords: |
Resources Clategory: [l | Searchl

Eesources are pre-selected sources for online research. Enter one or more keywords, then click Search.
From the resulting list of Rescurces, click Info for additional information or the title to openthe file ina
fiew witdow.

50 record(s) found. j Adr Force Acquisition

. ; Initiatives (CAIV documents, Paper Free Initiative, Total
ki 1tifl ) . ; .
:E Acadeny of Cerified Hazardous Materldls Charnership Coet), Lightning Bolts, AQA Congressional

Managers (ACHMM

JE At and Waste Management 4 seociation
[AWRIAY

m Ait Force & cguisition
JNEQ; American Chemical Society (ACE
JNEQ; American Conference of Sovernmental and j

FAQs| Periodicals | Ouick Bites | Beferences | Regulations & Policies | Eesources

Desk, and more.

(Figure 3.59)

a.  Click on Resources hot spot in the Library, or on the link below it (See figure 3.52).

1.
ii.
iii.

1v.

V.

Vii.

viil.

1X.

Type the word you would like to search for in the Keywords text box in the
upper right hand corner (See figure 3.59).

Select the desired Category from the dropdown menu.
Click on the Search button.
The results are displayed in the lower left hand frame.

To view an individual resource click on the Info button adjacent to the desired
title.

The information is displayed in the right frame.

For further information on any title, click on the title link from either the left or
right frame.

A new window is opened to display the new material.

Click on the on the X in the upper right hand corner to close this window.
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72. Minimum System Requirements

< 486/66 (Pentium processor or higher recommended)

< Windows 3.1x, Windows 95, or Windows NT 3.51 or higher

< 8 MB RAM (16 MB recommended)

< 640 x 480, 256 color display (higher resolution and color depth recommended)

< TCP/IP access via 28.8 modem or LAN access to the Internet

< Netscape 3.0 or Internet Explorer 3.0 or higher

73. Basic Terminology Used In This Guide

< Button: An area on the computer screen that allows a mouse click to activate a given action
which is usually labeled on the face of the button.

<  Click on: To move the on-screen mouse cursor over the object to be “clicked” and press
the left button of the mouse.
Dropdown menu: A menu containing options from which a user may make a selection.
Form: A series of text boxes and/or fields, check boxes, or radio buttons which allow for
user input a series of related data.

<  Frame: The sectioning of a web-browser screen to allow for the changing of contents of
any frame with out disturbing the contents of others being displayed at the same time.

<  Hot Spot: A determined position on a screen that allows a mouse click to initiate an action,
much like a button, but is usually in the form of a picture or some section of it.

<  Link, Hyperlink: A unit of text, usually denoted by a different color font than that around
it, and an underline, which allows a mouse click to initiate the navigation to a new location
on a website, or in a document.

< Mouse cursor: The on-screen representation of the location of the mouse as it moves in the
virtual world of the computer. This is usually seen as an arrow or pointing device of some
sort.

<  Radio Button: A type of input device to denote a selection. The main characteristic of a
radio button is that only one in a defined set may be selected at any given time.

<  Text box or Text field: An area of a web page, represented by a box, which allows a user
to give input in the form of text.

<  Toolbar: A place on the computer screen in a software package or web page which is
designated to be a main location for buttons allowing interaction functions.

<  URL: Also known as the “address” of a web page or resource. This is the information that

is to be typed into the address or location text field of a web-browser to navigate to the
specified location.
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Web-browser: A software program created to allow a user to accept and display web pages
written in HTML, the primary language for the formatting of web-based materials.

Website or Site: A virtual location housing one or many web pages.

Window: An instance of a software package displaying on the computer screen.
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